USING THE ABSENTEE FILE WITH EXCEL

Start Excel and select File/Open from the Excel menu bar

El Microsoft Excel

|x CSgorup on 'bnelunt:l‘inteﬂSD‘l,... V| I@ - Ch | 'a >'( D D - Tools =

Mame = Size | Type
Y1 File Folder
PRIV

File Folder

[C)REFORTS . File Folder
The location you stored the
[CsPLITS y File Folder

download of the Absentes ]
[Chs0L File Folder

[ TEMP File Folder

[C3iTest File Folder

11'Book of Macros.xls 73KE Microsoft Excel
11 Absentee Macro. xls 49KE Microsoft Excel
10-07 ABSEMTEE LABELS. xls 2 naiwr  Microsoft Excel
ABSZUDED410.XLS Slect Text Files in the Microsoft Excel
EaBs.s Files of Type Box Microsoft Excel
ABSBALLDTZFI'DZ?.ILS 2,411KE Microsoft Excel

ABSCK.){LS Z 35KB Microsoft Excel v
4

4

File name: |

and change the Files of Type to Text Files.



Find your file and select it then click on OPEN — this will start the import wizard.
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Then Click on OPEN

Make sure that Delimited is selected and then click on Next.

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.
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Ensure that the Tab Delimiters is checked and then Click on Next

Text Import Wizard - Step 2 of 3
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Because Excel likes to work with numbers when possible, I suggest the next step to tell
Excel not to look at any of this as numeric information.

Text Import Wizard - Step 3 of 3

This screen lets you select each column and set Column data format
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Take the scroll bar at the bottom and move it all the way to the right, till you see the last
column. Hold down your shift key and click on the top of the final column. Then Select
Text from the Column Data Format. Finally click the Finished button.

If you would like to display everything in the column changing the width of the columns
using these steps. Click in the cell at Row 1 Column A. Hold down the Shift key and
while holding down the Shift key Press the End Key and release the End Key and then
the Home Key on your keyboard. Release all keys; this will select all the data.
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From the Excel menu bar select Format/Column and AutoFit Selection.
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When sorting the spreadsheet it’s important that you include all the columns and rows
that you want to sort. Any area of the spreadsheet that is not highlighted will remain in
the order it’s in before you sort. Once again click in the cell at Row 1 Column A. Hold
Down the Shift key and while holding down the Shift key Press the End And then the
Home Key on your keyboard. Release all keys; this will select all the data.

With everything selected go to the Data option on the Excel menu bar and select Sort.
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Tell the system you have a header row.
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Click on OK to start the sort
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You can get the following message for each sort by that Excel thinks has numeric data.
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Your list is now sorted in the order you requested.



